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Digital Manners 


Somewhere between the kids on Tic Toc and the grandparents on Facebook more and more of 
our lives have moved into the digital world. Whether it is the devices in our hands, on our 
bodies and in our homes or the virtual spaces where we meet, argue, play and learn, new 
communication technology is changing the ways we relate to each other. What would Emily 
Post say about all this? Well, once upon a time you needed an etiquette book to get the best 
advice from Emily Post, now it is a Siri search away. As we all navigate this new space; digital 
natives, millennials, gen X, boomers and traditionalists alike, we can learn from the shifts in 
communication that have occurred before and from what has stayed constant as times have 


changed. Good etiquette serves relationships and new technology can too, as long as we use it 
well. 


Digital Manners: 


Conduct Yourself with Consideration and Respect 
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With all of your communication online, be respectful of other people. Remember that people 
from all over the world are logging in, and there will be a broad spectrum of views, cultures, and 
backgrounds. This public space is all of our responsibility and we are responsible for shaping it. 


Conduct yourself with integrity and care for others and you will be in good shape wherever your 


online journey takes you. 


Be Kind to Others 


Always be sure to treat other internet users with kindness and dignity. Ultimately this new 
communication is all about connecting with others. There is an opportunity online to positively 
impact billions of people. Simply making the choice to treat others with care in small consistent 
ways could actually change the world. Many people take advantage of the distant and 
sometimes anonymous nature of the internet. Some people use it as their chance to lash out, 
with ridicule, name-calling, and online harassment. Don’t fall into this trap and become a 
cyberbully. Be the change you wish to see in the online world. 


Filter What You’re Sharing 


Even though internet content can be “deleted”, it’s never really gone, and the impression 
something creates can linger long after the offensive material is out of view. Be sure to only 
share stuff online that you would be comfortable with your employer, child, coach, neighbor or 
parents seeing. This is not to say that you can’t express yourself, just tone down anything that 
might cause someone who knows you to do a double take. This way people are less likely to 
make inaccurate conclusions about you before they even have the chance to meet you in person. 


Cheek Your Sources 


How many of us are guilty of seeing something unbelievable and sharing it before figuring out 
just how truly ‘unbelievable’ it was. Or what about getting into a discussion online, quickly 
doing a Google search to back up our argument, and sharing the link as our supporting evidence 
to back up the claims we’re making without even reading the article. As much as everyone wants 
to be right, truth should be the goal, not winning an argument or impressing friends. 


Be sure to double-check your information. Consider trying the website “Snopes” to double 
check before you “share”. If it turns out your assumptions were wrong, try to reconsider your 
argument. 


Keep Information as Up-to-Date as Possible 


This is especially relevant for brick-and-mortar businesses with brochure websites. Many people 
will be relying on the internet to find the name, address, phone number, and location of your 
business. If one of these pieces of information is inaccurate, your potential customers won’t be 
able to find you. 


Another important reason to keep your information up to date is maintaining your social and 
business network online. If you’ve got outdated information or an old resume on LinkedIn, for 
instance, its like handing out an old business card. You may miss out on important connections 
or opportunities. 


Internet Comment Etiquette 


Be sure to treat other people with consideration and respect when you’re commenting on 
something of theirs, whether it’s a Tweet, Facebook Post, or YouTube video. Part of being 
considerate is being aware of context and comment threads or anything posted in response to 
something that has a specific context. 


Get a feel for the nature of a discussion or group before getting in too deep. Many people derive 
their personal beliefs from the experiences they’ve had throughout their lives. What means one 
thing to you might mean another thing to someone else entirely. 


Keep it positive if you can. Remember that you are in control of your own attention. If there are 
videos or posts you don’t agree with, it’s usually better to just move on rather than get tangled 
up in an online argument. If you’re reading something or following someone and their posts are 
making you uncomfortable, it may be time to refresh, step away, unfriend or unfollow, for your 


own sanity. 


Online Etiquette for Students 
1. Ask Targeted Questions 


If you have questions, try to seek out an answer yourself first. This will show your peers 
that you’re willing to do some of the research yourself. It will also help you narrow down 
your inquiry and ask a more specific question. 


2. Messages 


Don’t send messages on your class platform that you wouldn’t be comfortable with your 


entire class and professor seeing. 


3. Constructive criticism 


It’s likely that you will be providing feedback for the work of your peers in online 
classes. Try to strike a balance between being kind and being helpful with criticism that’s 


constructive and encouraging as well as honest. 


4. Relevant topics 


Be sure to stay on topic in the class chat room or lecture. It isn’t the place to start 


talking about unrelated topics. 


5. Thank People For Help Provided 


If someone helps you along your way, never miss the opportunity to follow up with a 


thanks of some kind. 


Consider Your Tone 


An often overlooked consideration when communicating online is tone. A significant portion of 
communication is non-verbal, and that is lost when communicating online via the written word. 
People have less information about what tone you’re using with the messages you send than 
they do when they scan see you or even hear your voice. This can cause your messaging to be 
interpreted incorrectly, especially if you’re being dry or sarcastic. It is very hard to write funny. 
In fact, in the absence of other information, people’s interpretation often defaults to a negative. 
Read something back to yourself out loud as a way to check tone. If you are meaning to say 
something positive, say it explicitly to avoid confusion. Try a few magic words to inject some 


easily recognizable civility in your written communication. 


Managing Mobile Manners 


Last night I joined Intel Fellow and anthropologist Genevieve Bell for “Mobile Etiquette over 
Martinis,” an event hosted by Intel to share the latest research on the state of mobile etiquette 


in America. 


When I first reviewed the new survey statistics, I was struck by what appeared to be a paradox: 


People claiming they wanted others to have better mobile etiquette, yet they admitted to 
lacking that behavior themselves. Eighty percent, in fact, are annoyed when they see others use 
a mobile device such as a laptop, smartphone, or tablet in places such as a grocery store, 
doctor’s office, public transit, elevator, airplane, while on a date or at a wedding or funeral, to 
name just a few. And yet a whopping 77 percent admit to using a device at one of these times or 
places. 


Seems hypocritical? It makes a funny kind of sense to me. The phenomenal technologies we 
now have at our fingertips are almost too convenient at times. They allow us to handle business 
and personal matters while carrying out our day in public. Need to take a quick call from the 
kids while you’re checking out at the grocery store? Family is a priority in your life, so you 
answer the call. You’re invested in what’s happening at the other end of the line—and 
reasonably so. 


But therein lies the problem. 


Those around you aren’t invested in your reasoning; they’re just bothered by the rudeness of it. 
And all those people who offend us? They’re just making the same call—one we’re not invested 
in. 


We all appreciate the convenience of mobile technology, and the ever-present nature of it 
means it’s with us in public places. We are not, however, always surrounded by sympathetic 
friends and family in public. We’re surrounded by people who have no say in our choices, but are 
still affected by them. 


Whether we're talking about mobile etiquette technology or not, etiquette is, at its very core, 
about considerate interaction with others, whether you know them or not. And yet 88% of 
respondents to the recent Intel study on the topic of mobile etiquette believes that people 
rarely take others into consideration when using their mobile devices in public. 


The solution is two-fold. First, manage your time and others’ expectations, no matter how easy 
the technology makes it to respond immediately. You can return a call instead of answering, 
wait to answer a text, or excuse yourself for a minute to check email. Better yet, don’t keep a 
mobile device handy when you know you shouldn’t answer it. In a meeting? Put your laptop lid 
down. Better yet, keep your mobile devices in your handbag, briefcase, or pocket. 


To be clear, the devices aren’t “bad”—it’s all in how we choose to use them. 


Second, increase your own awareness of how your mobile device behavior affects those around 


you. It’s easy to see others get it wrong, but not so easy to see it in ourselves. Most of us have 
good intentions. According to the recent Intel survey, respondents report seeing other people 
misuse their mobile technology five times in an average day. 


My challenge to you: Find your number. 


Notice how many times a day you use your mobile device in a way that would bother you should 
someone else do it, and work toward zero. 


What should we do when we put a personal reason to respond to a device in public above the 
annoyance it causes others? Apologize. Since you’re effectively anonymous in public, it’s all too 
easy to ignore the situation. But to those you might have bothered, you just became part of the 
problem. While it’s better not to bother others in the first place, an apology is the next best 
thing. 


At the end of the day, it all came down to one statistic for me from the recent Intel study 92 
percent of Americans wish people practiced better etiquette when it comes to using their mobile 
devices in public. So, no more using a laptop while driving (yes: 24 percent of people saw others 
do this), making calls at the gym or during a crowded morning commute, or texting while at the 
movies or the grocery check out. Because the survey shows that the offenders aren’t some 
anonymous other group; really, we’re just talking about ourselves. 


Texting Manners 


Billions of text messages are sent each year: They’re fast, relatively inexpensive, and you can 
get a message to someone without having their phone ring at an inopportune time. 


Texting Guidelines 


“ Don’t text to inform someone of sad news or to end a relationship. Deliver the news in 
person or by phone. 

** Be aware—not everyone has unlimited texting as part of their service plan. 

“ Keep your message brief. If it runs on and on, make a phone call instead. 

> Be careful when choosing a recipient from your phone book; a slip of the finger could 
send the text to a wrong recipient. 

“* When you text someone who doesn’t have your number, start by stating who you are."Hi, 
it's Kate (from yoga)." 

* Respond to a text by texting back or with a phone call. 
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If you receive a text by mistake, respond to the sender with “Sorry, wrong number.” 


Don’t text at the movies, a play, or a concert—the screen light is annoying to others. 
Don’t text anything confidential, private, or potentially embarrassing. 

Don’t be upset if your text doesn’t get an immediate response—you can’t know for sure 
when the recipient will read the message. 

Think of texting as a conversation: If you would respond in the conversation, then 
respond in the text. A short “TNX” to acknowledge that the message was received is a 
simple way to end the conversation. 

Just as you shouldn't answer your phone during a conversation, you shouldn't text when 
you're engaged with someone else. If you are with someone who won't stop texting 
during your conversation, feel free to excuse yourself until they have concluded their 
messaging. 


Don't text and drive. 


Top 10 Cell Phone Manners 


Cell phones are great—they keep us in touch with friends and family and can be life savers in 


an emergency. But they can also be annoying if not used thoughtfully. Your phone doesn’t have 


to be on all the time and you don’t always have to answer it immediately. Learn to use your 


phone’s features like silent ring, vibrate and voice mail to handle the times when your phone 


would be bothering others if it rang and you answered it. Here are our top 10 tips for cell phone 


etiquette: 


RoE Bec TS Be 


Be in control of your phone, don't let it control you! 

Speak softly. 

Be courteous to those you are with; turn off your phone if it will be interrupting a 
conversation or activity. 

Watch your language, especially when others can overhear you. 

Avoid talking about personal or confidential topics in a public place. 

If it must be on and it could bother others, use the "silent" mode and move away to talk. 
Don’t make calls in a library, theater, church, or from your table in a restaurant. 

Don’t text during class or a meeting at your job. 

Private info can be forwarded, so don’t text it. 


10. NEVER drive and use your phone at the same time. 


4 Essential Cell Phone Rules 


Cell phones are everywhere—and that means more chances for them to be used in a rude or 


annoying way. Here are four tips for good cell phone manners: 


1. 


Turn it off. If the ringing of your phone is going to bother the people around 
you—especially if you’re in a meeting, at a play or movie or concert, or in a quiet place 
like a library or church—turn your phone off or switch the ringer to silent or vibrate 
mode. 

Step away. Whenever you’re around other people and you receive or make a cell phone 
call, move a short distance away so that you can talk without disturbing the people 
around you. If you’re with a group, simply excuse yourself for a few minutes: “Sorry, I 
need to take this call. I’ll be right back.” Then keep the call as brief as possible. 

Don’t say anything personal, private, or confidential if you’re in a place where others 
might be able to overhear you. Instead, arrange a time to call back when you can speak 
privately. 

Watch the volume. For some reason, people’s "phone voices" are always louder than the 
voice they use in normal conversation. Add to that the noise of a busy sidewalk or the 
background noise of a public place, and the urge to shout can become overwhelming. 
But remember—you’re the one fighting to hear over the noise, not the person you’re 
speaking with. So give everyone a break, and remember to tone it down. 


Five Tips for Email Communication 


Electronic communication is constantly changing. Email is great for fast and effective 


communication, but basic rules for clarity, courtesy, and respect should still be kept in mind. 


While email is certainly a more informal form of communication, here are some tips for 


effective and civil email communication. 


Let it simmer. 


Don't send an email in haste when you are upset. If you are thinking of addressing a workplace 


problem via email, give it a few days. Allow yourself some time to calm down and think things 


over. You can't take back that angry email. 


Your subject line is your first impression. 


Be sure to include an informative and poignant subject line. Never send an email with "no 
subject" in the subject line. 


Grammar and word choice matter. 


While spellcheck is a great tool, always read your emails over once or twice for grammar, 
spelling and word choice. Email is not an excuse for misspellings, grammatical errors, or 
punctual mistakes. 


Be conscious of your voice. 


Be aware of usage of all caps, emoticons, and text message abbreviation. Using all capital letters 
tends to convey to the reader that you are shouting at them and tends to be harder to read. Also 
be aware that in the absence of facial expressions or tone of voice, interpretation defaults to the 
negative. 


Salutations, closing, and signature blocks. 


While there is no doubt that email is more informal than a typed letter, salutations and closings 
are still important. When composing email to senior management always use a more formal 
greeting. When in doubt, defer to the formal. For example, use Mr. or Ms., hello versus hi, or 
Elizabeth versus Liz. When communicating with senior management you should also end the 
email with a formal sign-off as well. 


Video Calls and Online Conferencing 


Tips for Successful Video-conferencing 


It can't be emphasized enough: Test all of your systems and technical capabilities ahead of 
time. This means not just familiarizing yourself with the software but also the necessary 
hardware. Computers can behave differently when connected to new monitors and sound 
systems. Test each piece of equipment in the way it will be used before you rely on it for a call. 


When using a service provider, talk to a representative well before your first scheduled 
meeting. Complete any suggested tests or trials, and make contact with the provider's help and 
support services so you have someone to call if you need them during the call or meeting. 


Give remote participants correct and detailed instructions and do your part to keep the process 
simple and clear. 


Use a private room or location. 

An office with a door that closes is best. This reduces noise and distractions and decreases the 
likelihood of interruptions. 

Dress as you would for an in-person business meeting. 

Think about your background. 


This includes both the sound and visual fields. Minimize background noise and check lighting, 
particularly from windows, so it doesn't obscure faces. 


In a home office, use a background that is clean, uncluttered, professional and not overly 
personalized. 

Barking pets, personal clutter, or food and beverages in the frame detract from a businesslike 
impression. 


Identify everyone. 


Many systems use an open microphone and speaker, similar to a phone conference call. It is 
polite to identify anyone on both ends of the call, even those who might not be visible, and at 
the same time disclose that a live microphone and camera are recording and transmitting. 


Tech/ Watch Etiquette Urbane Gentleman 


Smart watches and other wearable tech items can be both a blessing and a curse. They have 
become fully integrated into our daily lives, and can help us with scheduling, fitness, and time 
management. At the same time, many people find that increasing technology's already 
overwhelming presence in their lives isn't the answer for them. Here are our top pointers for 
smart watch etiquette, so that you can incorporate them in your daily life without coming off in 
a potentially offensive way. 


Smart Watch Etiquette's Golden Rule? Silence. 


Master your notification settings. With great power comes great responsibility. Before you pick 
it up, put it in your pocket, or strap it on, learn how to control your device. Don’t subject captive 


audiences (think coworkers, fellow commuters, waiting room guests, etc.) to your calendar, 


emails, texts and alarms. 


Don’t be a Show-Off 


However proud you are of your new device there is never a need to flaunt it about. It doesn’t 
need to be the topic of every conversation. To wear it casually, comfortably and confidently is to 


wear it well. 


